JOB ANNOUNCEMENT

POSITIONTITLE: Deputy Court Clerk

LOCATION: 7th District/Juvenile Court - Monticello
HIRING RANGE: 29-34/$10.68 to $12.23

TYPE OF POSITION: Full-time, with benefits

CLOSING DATE: September 22, 2006, at 5:00 p.m.

APPLICATIONSSHOULD BE DIRECTED TO:

Claudia Page OR Loni Richardson

Grand County Courthouse PO Box 68

125 E. Center St 297 S. Main St.

Moab, UT 84532 Monticello, UT 84535

435-259-1355 (phone) 435-587-2199 (phone)

435-259-4081 (fax) 435-587-2372 (fax)
DUTIES:

Under close supervision, performs clerical work in a court setting in preparation and processing of court
cases, records and reports. Typical dutiesinclude, but are not limited to, the following:

Prepares and issues orders, case dispositions, and maintains records
Establishes and maintains court dockets, calendars court dates.
Performs in-court duties such as orders, operates recording equipment.
Receives payments for fines and fees and updates case records.
Performs follow-up work subsequent to court sessions.

Inputs data in accordance with records quality policy & procedure.
Works closely with probation staff and judge.

MINIMUM QUALIFICATIONS:

Graduation from high school or GED plusthreeyears of: 1) higher education, or 2) clerical experience, or
3) customer service experiencein an officesetting, or 4) any combination of theabove. Knowledge of office
procedures, basic bookkeeping, grammar and spelling, keyboarding at 40 wpm and word processing skills
arealsorequired. Applicants must submit verification of typing speed at 40 wpm . Thiscan be obtained from
www.typingtest.com or website of your choice. Must be willing to travel.

Prefer encewill goto applicantswho meet the minimum requirements, however, we may chooseto underfil |
this position by considering applicants who have not met the minimum requirements. If this occurs, the
offering salary will be adjusted commensurate with qualifications.

APPLICATIONINFORMATION: Applicationsmay beobtai ned from Utah Dept of Workforces Services,
our website at www.utcourts.gov, or from the Administrative Office of the Courts, 450 S State St., PO Box
140241, SLC, UT 84114-0241. Phone: (801) 578-3890.

TheUtah State Courtsisan Equal Opportunity Employer. Thecourtscomplywith all stateand federal lawsprohibiting unlawful discrimination,
and provide reasonable accommodation to disabled individuals as required by the ADA.



